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ILLINOIS HOUSING DEVELOPMENT AUTHORITY
GUIDELINES AND TEMPLATES FOR COMPLYING WITH THE
UNIFORM RELOCATION ACT
PLUS GUIDELINES FOR GENERAL (NON-URA) RELOCATION


According to Federal regulations, relocation assistance must be provided to households who are either temporarily relocated or permanently displaced as a direct result of acquisition, rehabilitation, or demolition of housing units for a project assisted with Federal funds. This obligation encompasses all housing units where an occupant is required to move, inclusive of single-family structures. Required benefits of those temporarily relocated versus permanently displaced are outlined below: 
Temporary Relocation 
· Referral to a suitable, decent, safe and sanitary temporary dwelling. 
· Reimbursement for all reasonable out-of-pocket expenses incurred in connection with the temporary move, including any increase in monthly rent/utility costs for the length of the relocation. 
· Moving and related expenses. 

Permanent Displacement 
· Advisory services, which include an explanation of assistance, referrals to comparable housing, counseling and advice on rights under the Fair Housing Act. 
· Replacement housing assistance, which is intended to help provide affordable housing for a 42-month period and make up for any increase in living expenses as a result of the displacement. 
· Moving and related expenses. 
    Should you submit an application, which indicates that households could be temporarily relocated or permanently displaced, you will be required to submit a Relocation Plan to the Authority. 
The effective date for eligibility for relocation assistance is based on the following criteria: 
1. The date the Sponsor submits an application to the Authority, provided that the applicant had site control or an option on the property at the time of application and the application is later approved; or 
2. The date that the Authority approves the applicable site, if the applicant did not have site control or an option on the property; or 
3. Before the dates indicated under numbers one and two above if the Authority or HUD determines that displacement resulted directly for the acquisition, rehabilitation, or demolition of the development. 

Attached to this memo and the accompanying Relocation Plan is a General Information Notice for Residential Tenants and Non-Residential Tenants not Displaced (Appendices 2-1 & 2a1), and a General Information Notice for Residential Tenants and Non-Residential Tenants to be Displaced (Appendices 3-1 & 3a1). This notice is to be either personally served or delivered by certified or registered mail, return receipt requested. All households residing in the project must receive a General Information Notice. It is recommended that this notice be received by all households as soon as feasible, since failure to provide notice of impending relocation benefits in a timely manner may cause households otherwise eligible for temporary relocation benefits to become eligible for permanent displacement benefits. This notice references a brochure from HUD titled “Relocation Assistance to Tenants Displaced from Their Federal,” which has been attached to the end of this relocation plan (before the Exhibits). Also, if you are in need of any forms in Spanish, please contact the HUD office directly. 
If there are tenants currently living in the building(s) included in your proposal, an interview of these tenants is required prior to the submittal of your application. Important information, which should be garnered at this interview, can be found on the attached Residential and Non-Residential Relocation Management Report (Appendices 21 and 22). This report needs to be completed and submitted with your application. Please be aware that even though Federal regulations don’t address issues related to pet ownership, IHDA expects all new residences will allow pets if the original residences allowed pets; no pets are to be relinquished or surrendered as part of the relocation process.  Also not mandated by Federal regulations, but encouraged by IHDA, is providing referrals to individuals being relocated; these referrals should provide residents with information about public aid, medical care, credit counseling, shopping and other needs in each resident’s new location.
Once your application is reviewed by the Authority and it has been determined that a Relocation Plan is required, additional information regarding the relocation process and your specific responsibilities and obligations under Federal law will be discussed with you. If you have questions regarding the relocation process prior to your submittal of an application to the Authority, please contact Multifamily Client Services at (312) 836-5200. 


Uniform Relocation Act (URA)
RELOCATION PLAN

Attached is a copy of the Authority’s Model Relocation Plan for use in connection with the rehabilitation of multifamily developments that receive financing under a Federal program. The following is a brief explanation of this document and the relocation process. The “Sponsor” is the entity that is applying for the rehabilitation funds.

WHY IS A RELOCATION PLAN REQUIRED? 

According to Federal regulations, relocation assistance must be provided to households who are either temporarily relocated or permanently displaced as a direct result of acquisition, rehabilitation, or demolition of housing units for a project assisted with Federal program funds. The objective of the Relocation Plan is to outline the Sponsor’s responsibilities in carrying out these Federal regulations, and define all assistance and benefits for which a household may be eligible. It is the Sponsor’s responsibility for carrying out all the requirements stated in the Relocation Plan, as well as becoming well versed in the Department of Housing and Urban Development’s Handbook 1378 (Tenant Assistance, Relocation, and Real Estate Acquisition), 24 CFR 92.353. A Relocation Plan for a proposed development must be reviewed and approved by the Authority prior to initial closing. 
Submission of the Relocation Plan does not relieve the Sponsor of its responsibility of reviewing all other information pertaining to the relocation process. 
ELIGIBILITY FOR BENEFITS 
The following criteria are to be used in determining the effective date for eligibility of occupants of the development for relocation benefits. 
1. The date the Sponsor submits an application to the Authority, provided that the applicant had site control at the time of application and the application is later approved; or 
2. The date that the Authority approves the applicable site, if the applicant did not have site control at the time of application; or 
3. Before the dates indicated under numbers one and two above if the Authority or HUD determines that displacement resulted directly from the acquisition, rehabilitation, or demolition of the development. 

In addition, if a household moves from the development after the execution of the funding agreement covering the acquisition by the Sponsor, but prior to receiving a written offer to return to the development after rehabilitation, the household is eligible to receive relocation benefits. 

DOCUMENTATION 

Documentation of the relocation process must be submitted to the Authority in the following stages: 

Date of Application 
In general, once initial interviews have been completed for all households who are to be temporarily relocated or permanently displaced, the following documentation must be submitted to the Authority: 
1. At the time of application submittal, a listing of all tenants (Residential and Non-Residential Relocation Management Report) who resided in the development on or after the effective date for Relocation benefits (for all households who moved into the development after the effective date, copies of the Move-In Notice (Appendix 29) these households are to receive); and 
Prior to Execution of Funding Agreement 
1. Copies of the General Information Notice (Appendices 2-1, 2a1, 3-1 and 3a1) sent to each household and evidence of delivery of these notices (either copies of the certified or registered mail receipt or evidence indicating that the notice was personally served); and 
Execution of Funding Agreement 
Shortly after the funding agreement is executed, the Sponsor will forward the following documentation to the Authority: 
1. Copies of the Site Occupant Record – Residential and Non-Residential (Appendices 8 and 9) for each household; 
2. Prior to the execution of the funding agreement, the Sponsor will submit the Selection of Most Representative Comparable Replacement Dwelling (HUD-40061 form) to the Authority for each household to be permanently displaced. 
3. Copies of either the Notice of Non-Displacement (Appendix 4), Notice of Eligibility for Section 104(d) Relocation Assistance (Appendix 26), Rejection Notice (Exhibit H), or Waiver of Relocation Assistance (Exhibit J), and evidence of delivery of these notices (either copies of the certified or evidence indicating that the notice was personally served); 
4. Copies of Household Documentation Checklist (Exhibit L); 
5. Copies of appeals filed by households and any other documentation, correspondence, etc., that would assist the Authority in assessing the eligibility of each household. 

Documentation Relating to Move-Out and the Payment of Benefits. 
1. Copies of the 90 Day Notice to Vacate (Exhibit I), along with the evidence of delivery of these notices (either copies of the certified or registered mail receipt or evidence indicating that the notice was personally served); 
2. Claim for Moving and Related Expenses (HUD-40054 form); 
3. Claim for Rental Assistance or Down Payment Assistance (HUD-40058 form); 
4. Copies of appeals files by households and any other documentation, correspondence, etc., that would assist the Authority in assessing the eligibility of each household. 

Please note that household files are not limited to the above documentation, and that the above list indicates the minimum of what each household file must contain. Household files that do not contain at least the minimum information required, as set forth above, will not be processed until the Sponsor provides the Authority with all relevant information. Individual household files must be maintained by the Sponsor for a period of no less than three years. 
It is critical that you be familiar with the relocation process and requirements. Failure to properly notify households within the prescribed time periods could cause households otherwise not eligible, to receive these benefits. Failure to provide the Authority with all required relocation documentation could cause a delay or even a denial of reimbursement for relocation costs or delay final disbursement of funds. When submitting relocation files, to the Authority, include the Household Documentation Checklist, Exhibit L, for each household.  If appropriate, also include Claim Forms for Rental Assistance.
Again, the Relocation Plan must be reviewed and approved by the Authority prior to initial closing. Documentation that evidences payment of relocation benefits must be reviewed and approved by the Authority prior to the disbursement of relocation funds.  Additionally, if the project involves demolition of occupied residences, a dislocation plan per 104(d) will required from the development prior to closing
If you have not completed a Residential and Non-Residential Relocation Management Report (attached), please do so immediately and return this form to the Authority. If you need additional information please call Client Services at 312.836.5200. Applications for developments with potential displacement will not be approved until you have discussed this process with the Authority. 

RELOCATION PLAN FOR: 

________________ (name of project) (“Development”)
________________ (location: Address City, State)
________________ (“Sponsor”)

I. INTRODUCTION 

A. The Problem: 
To help meet the housing needs of low and very low income people, ____existing dwelling units are to be rehabilitated. Due to the scope of rehabilitation that is to take place over an estimated        month construction period, the       current households residing in the development may have to temporarily relocate. In addition, those households who do not qualify for occupancy in the rehabilitated development will be permanently displaced. It is currently estimated that        of the current residents may be permanently displaced due to the impending rehabilitation. 
B. The Purpose and Goal: 
The purpose of this document is to provide a policy and plan for the fair and equitable treatment of the households who may be temporarily relocated and permanently displaced due to the acquisition, rehabilitation, or demolition of the proposed Development. The goal of this document is to set forth a program that will minimize, to the greatest extent feasible, the hardships to those households temporarily relocated and permanently displaced pursuant to this plan. 
The Plan should contain the entire financing structure, including all funding and subsidy sources, and demonstrate the relevance of some of the sources to determining policy regarding some or all of the units.  Please be aware that the Plan will be preliminarily reviewed prior to going to Board to ensure sufficient financing for relocation, but the final plan will not be approved until just prior to closing to ensure that all current individuals are recorded in the plan.

C. The Participants 
The participants in implementing the Plan are the Sponsor and the Illinois Housing Development Authority (“Authority”). For purposes of this Plan, Sponsor refers to the entity that is causing the temporary relocation or permanent displacement of the households residing in the Development. 

The Sponsor will have the responsibility of carrying out the requirements of the Plan. The Authority, which is providing funding through a Federal program, will be responsible for monitoring the Sponsor’s activities regarding temporary relocation and permanent displacement. 
After the Sponsor makes an analysis of current household profile data and interviews of all households in good standing, a determination will be made as to which households will be temporarily relocated or permanently displaced. 
D.	Scope and Relocation Requirements 
All temporary relocation and permanent displacement assistance must be provided at levels described in and in accordance with the requirements of the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 (URA). The Sponsor must certify that it will comply with all provisions of URA (see Section XII.). 
II. RESPONSIBILITIES OF PARTICIPANTS 
The Authority and the Sponsor will be responsible for the Development’s relocation program as follows: 
A. The Authority will be responsible for: 
1. Reviewing and approving the Relocation Plan prepared by the Sponsor; 
2. Monitoring the implementation of the Relocation Plan by IHDA’s Multifamily Field Inspectors; 
3. Monitoring the relocation of those households who are temporarily relocated by IHDA’s Multifamily Field Inspectors; and
4. Monitoring the displacement of those households permanently displaced by IHDA’s Multifamily Field Inspectors. 

B. The Sponsor will be responsible for: 
1. Reviewing the Department of Housing and Urban Development’s Handbooks No. 1378 (Tenant Assistance, Relocation, and Real Property Acquisition) and 24 CFR 92.353; 
2. Developing the Relocation Plan, subject to the Authority’s approval; 
3. Submitting to the Authority an Existing Tenant Profile that lists all households residing in the Development. This listing must be submitted at the time of application; 
4. Submitting to the Authority a list of all households who move into the development after the time of application, and copies of notices these households are to receive regarding the impending rehabilitation; 
5. Submitting copies of all household files to the Authority. These files will contain documents that include, but are not limited to, the documentation listed in Section IX of this Relocation Plan; and 
6. Assuming the responsibility for the implementation of all actions designated under this relocation Plan. 

II.	RELOCATION PROGRAM-BASIC ACTIONS 
The Sponsor’s assistance to temporarily relocated and permanently displaced households will include the following: 
A.	Inform eligible households (i.e. tenants in good standing) at the earliest possible date of the pending rehabilitation, the availability of the relocation assistance, and procedures for obtaining assistance (it is recommended that this notification take place at the time of application – see Appendices 2-1 to 3a1, General Information Notices); 
B.	Through household interviews, determine the needs of all households to be temporarily relocated and permanently displaced (it is recommended that these interviews take place prior to an applicant submitting an application); 
C.	Inform those households who are ineligible to return to the Development due to household size, income guidelines, or economic displacement that they are to be permanently displaced and are therefore eligible for permanent displacement benefits (Section IV (B) (3) defines and discusses economic displacement); 
D.	Inform all eligible households who choose not to return to the development that they are not considered permanently displaced and therefore forfeit all relocation and displacement benefits; 
E.	Supply to eligible temporarily relocated households information regarding the availability of temporary rental replacement housing (it is understood that the Sponsor will make every attempt to relocate households within the development before utilizing other rental replacement housing, when possible); 
F.	Offer each permanently displaced household at least three comparable replacement dwellings, as well as transportation to view the replacement dwelling; 
G.	Inform all households of the eviction policies to be pursued, where warranted; 
H.	Provide any services necessary to ensure that the relocation process does not result in different or separate treatment on account of race, color, creed, religion, sex, national origin, family status, handicap, age, ancestry, unfavorably military discharge, receipt of governmental assistance or marital status; and 
I.	Maintain household records for at least a three-year period (see Section IX (B) for specific record keeping requirements). 

III.	ELIGIBILITY FOR BENEFITS 
The following criteria will apply to all households in determining eligibility for temporary relocation and permanent displacement benefits: 
A.	The following households will be eligible to return to the Development after rehabilitation and will qualify for temporary relocation benefits: 
1.	Households who qualify under the applicable income limits as determined by the Department of Housing and Urban Development and who also qualify under household size guidelines. 
B.	The following households will not be eligible to return to the development after rehabilitation, but will be eligible for permanent displacement benefits: 
1 Households whose family size cannot be accommodated. The unit must 	have enough space to accommodate the household. In selecting a unit 	size for the household, the Sponsor will consider the need to avoid 	overcrowding a unit, state and local building ordinances, and the 	objective of the maximum utilization of space. 

2 Households whose gross annual household income exceeds the 	maximum applicable income limit as provided in the Federal program 	rules; OR 
3 Households that are economically displaced. Economic displacement 	occurs when the proposed post-rehabilitation rent will exceed the 	household’s current rent, if the post-rehabilitation rent also exceeds; 
a.	For lower income tenants, the Total Tenant Payment which is defined as the greater of: 1) 30% of monthly adjusted income or 10% of gross monthly income; or 
b.	For tenants who are not lower income, 30% of gross monthly household income. 

NOTE: If the household rent will not increase after rehabilitation, or the tenant will pay the same rent, the unit is considered affordable, and economic displacement is not an issue. 

C.	The following households will not be eligible for either temporary relocation or permanent displacement benefits: 
1 Households that move into the development after the effective date for  	relocation benefits, provided such households have received written  	notice of the impending rehabilitation prior to signing lease; 
2 Households that move voluntarily from the Development after receiving 	the General Information Notice (Appendices 2-1 to 3a1), a Five-Day 	notice regarding nonpayment of rent, or notice of violation of the lease; 
3 All individuals who are not lawful tenants (i.e. not listed on the lease or 
	are unlawfully occupying a unit); 
4 Households that are evicted for any breach of the lease provisions, 
	violation of federal, state, or local laws, or other good cause after the 
	effective date for relocation assistance. The only exception under this sub 
	section is households who are evicted for a violation of a lease provision 
	which addresses the overcrowding of a unit. In this case, the household 
	will be offered a rehabilitated unit provided that the household qualifies 
	under Section A (1) above. If the household does not qualify under 
	Section A (1), the household would then be eligible to receive permanent 
	displacement benefits; or 
5 Eligible households who choose not to return to the Development after 
	rehabilitation and therefore voluntarily waive all relocation benefits. 
	Written documentation of this waiver (see Exhibit J) is required under 
	these circumstances. 

The effective date for eligibility for relocation benefits is the later of the following dates: 1) the date that the Sponsor submitted its application to the Authority, provided that the Sponsor had site control at the time of application and the application was later approved, or 2) if the Sponsor does not have site control, the date site control is obtained by the Sponsor. Should the Sponsor have an option to purchase the Development at the time of application, it will be viewed the same as the Sponsor having site control. 
IV.	PRELIMINARY SURVEY TO DETERMINE RELOCATION 
The Sponsor will contact all households residing in the Development at an early date (prior to submitting an application) and conduct a preliminary survey. The results of this survey will be used in completing the Residential and Non-Residential Relocation Management Report that is submitted with the Sponsor’s application, and could be used in estimating the budget for temporary relocation and permanent displacement. 
VI.	NOTICE OF ELIGIBILITY OF RELOCATION ASSISTANCE 
The Sponsor will notify each household of potential displacement through a General Information Notice (Appendices 2-1 to 3a1). This notice must be either personally served or sent by certified or registered first-class mail, return receipt requested. This notice should be sent as soon as feasible. This notice will: 
A.	Inform the household not to move prior to the household receiving a notice of eligibility for relocation benefits, and that a premature move will jeopardize household benefits; 
B.	Describe the relocation payments for which a household may be eligible, the basic conditions of eligibility, and the procedures for obtaining payments; 
C.	Inform the household that it will receive referrals for replacement housing, advisory services, assistance in filing claim forms, and other assistance to aid in successful relocation; 
D.	Inform the household that no move will be required until the household receives at least 90 days advance written notice (Exhibit I); and 
E.	Describe the household’s right to appeal any determination regarding relocation assistance. 
It is recommended that the Sponsor include a copy of the HUD Informational Booklet with the General Information Notice. 
II.	OCCUPANT INTERVIEWS 
The Sponsor will conduct a personal interview with each household in order to determine each household’s specific relocation needs. These interviews will take place after the Sponsor’s application is received by the Authority, but prior to the execution of funding agreement. The interview will take place at the households’ apartment or some other location agreed to by the Sponsor and household at a mutually agreed time. The Sponsor will schedule the interview at the household’s convenience. The interview process should take place as soon as possible after the mailing of the General Information Notice. 
At the interview, each household will have the opportunity to indicate whether it wants to return to the Development after rehabilitation. Those households wanting to return to the Development will be given an application to complete. The household will have seven working days in which to return the completed application to the Sponsor. 
Households indicating a desire to return to the Development will be informed that approval of their application will be based on income limit guidelines, household income, and household size guidelines. Households who file an application to live in the development after rehabilitation will be notified by the Sponsor within a reasonable length of time as to whether or not the application has been approved or rejected, and the benefits to which the household is entitled. The following exhibits satisfy this notification requirement: Notice of Non-Displacement (Appendix 4); Notice of Eligibility for Relocation Assistance (Appendix 26); and Rejection Notice (Exhibit H). 
Households indicating that they do not desire to return to the Development after rehabilitation will be informed that they will not be eligible for temporary relocation.  However, failure to cooperate in relocation is insufficient to deny permanent displacement benefits. The Sponsor will request that these households complete a Waiver of Relocation Assistance (Exhibit J). This document is to be notarized. 
If, after repeated attempts, the Sponsor is unable to contact a household to schedule a relocation interview/conversation/meeting, the Sponsor will notify the Authority of its efforts and will document its efforts in connection with the failed notification. These households will not be eligible for benefits. 
Since Notices of Non-Displacement, Notices of Eligibility for Relocation Assistance, and Rejection Notices must be forwarded to households at the time the execution of the funding agreement takes place between the Sponsor and the Authority, the Sponsor must interview and gather the information necessary to determine a household’s status prior to application approval. 
III.	RELOCATION BENEFITS AND ASSISTANCE 
All households temporarily relocated and permanently displaced pursuant to the Relocation Plan will be eligible for the following benefits and assistance: 
A. Temporary Relocation 
The Sponsor will provide suitable temporary relocation housing for the household during the relocation period. Ideally, the Sponsor will absorb all expenses for the relocation process so that residents will not be inconvenienced.  If this is not possible for some reason, households will be reimbursed for the following: moving costs to and from the temporary housing; increases in monthly rent; and increases in monthly utilities. 
Claims for moving and related expenses, copies of checks, and other documentation that evidences payment of temporary relocation expenses must be completed for each temporarily relocated household and forwarded to the Authority. 
B. Permanent Displacement 
The Sponsor will offer each household eligible for permanent displacement benefits at least three comparable replacement dwellings. This replacement dwelling must be currently available to the permanently displaced household and must be inspected by a qualified person who is knowledgeable of local housing code in order to determine that it is decent, safe, and sanitary. 
When more than one comparable replacement dwelling is offered to a household, the dwelling that is most representative of the displacement dwelling will be used in establishing the replacement housing payment (see HUD-40061 form -Selection of Most Representative Comparable Replacement Dwelling). 
For minority households, if the comparable replacement dwelling used to establish the amount of the replacement housing payment is located in an area of minority concentration, the minority household must also be given, if possible, referrals to comparable replacement dwellings that are not located in an area of minority concentration. 
Each permanently displaced household will receive payment for moving expenses and, in most cases, a replacement housing payment. The following sections explain how moving expenses and replacement housing payments are to be computed for each household: 
1. Moving Expenses 
A household has the option of choosing: 1) the actual cost of the move; 2) a fixed amount as determined by the federal government (the most recently published moving allowance schedule is attached to this Relocation Plan – Vol. 73, No. 142);or, if a household chooses to move its own possessions, the household is entitled to a moving payment based on the lower of two bids received by the Sponsor from licensed/insured/responsible companies/individuals; the Sponsor will reimburse these costs, or in hardship cases, will provide payment for moving expenses to tenants ahead of the move so that the tenant can hired appropriate movers (the tenant is eligible for packing and unpacking by professional movers). 
2.	Replacement Housing Payments 
Replacement housing payments are based on two figures: 1) the base monthly rent paid by the tenant prior to being relocated, and 2) a monthly rent and estimated average monthly utility cost of the final unit. Once these figures are determined, the base monthly rent is subtracted from the monthly rent and estimated average utility cost. The result of this calculation is multiplied by forty-two (42). This final figure is the amount to be received by the household. 
The base monthly rent is the lesser of: 
a)	A less-than-80%AMI household’s actual monthly rent and estimated average monthly utility cost at the dwelling from which the household is being displaced; or 
b)	Thirty percent of the gross household income (this figure is to be used for households). 
The monthly rent and estimated average monthly utility costs is the lesser of: 
a)	The monthly rent and estimated average monthly utilities for the comparable replacement dwelling; or 
b)	The monthly rent and estimated average monthly utility costs for the unit actually occupied by the displaced household. 
As previously stated, the Sponsor will offer each eligible household at least one comparable replacement dwelling that is to be inspected by the Sponsor. While it is not required that the household accept the comparable replacement dwelling for occupancy, the rental rate at this comparable replacement dwelling will be used in establishing the replacement housing payment to be received by the household. 
If the Sponsor fails to offer a household a comparable replacement dwelling, the monthly rent and estimated average monthly utility cost will be based on the actual cost of the unit occupied by the permanently displaced household, regardless of the amount of the monthly rent. 
Claim for Rental Assistance (HUD-40058 form) must be completed and submitted to the Authority, as well as checks and other documentation evidencing payment of rental assistance, for each household permanently displaced. 

IX. RELOCATION CORRESPONDENCE AND RECORDKEEPING 
A. Correspondence and Other Documentation 
The Sponsor must maintain household files that contain the following correspondence and documentation for all households residing in the Development (failure to provide proper notification to all households could cause a household otherwise not eligible for permanent displacement to now be eligible for these benefits); 
1. General 
a)	A household listing that records all households residing in the Development on the effective date for relocation benefits (i.e. Residential and Non-Residential Relocation Management Report); 
b)	Appendices 2 or 3 -General Information Notice (if the General Information Notice is not submitted for any household or business included on the household, site listing, a written explanation must be provided to the Authority); 
c)	Appendices 8 & 9 -Site Occupant Record (if a Site Occupant Record is not submitted for any household included on the household listing, a written explanation must be provided to the Authority); and 
d)	Exhibit L -Household Documentation Checklist 
2. For All Temporarily Relocated Households 
a) Appendix 4 -Notice of Non-Displacement; 
b) Exhibit I (b) -30 Day Notice to Vacate; 
c) Evidence of payment of moving expenses and rent differential; and 
d) Copies of any correspondence related to any appeals or complaints, along with the Sponsor’s and Authority’s response, must be included in these files. 

3. For All Permanently Displaced Households 
a) HUD-40061 form -Selection of Most Representative Comparable Replacement Dwelling;
b) Exhibit I (a) –Notice of Eligibility/can incorporate a 90 Day Notice to Vacate;
c) HUD-40054 -Claim for Moving and Related Expenses; 
d) Appendix 6 -Notice of Eligibility for Relocation Assistance (Sponsor must attach a listing of advisory services to this notice); 
e) HUD-40058 form -Claim for Rental Assistance; 
f) Evidence of payment of moving expenses and rental assistance; 
g) Copies of any correspondence related to appeals or complaints, along with the Sponsor’s and Authority’s response, must be included in these files. 

4.	Households Choosing Not to Return After Rehabilitation (NOTE:  This option is not to be mentioned or offered to any residents; Exhibit J is only to be used if the residents wish to voluntarily waive relocation assistance)
      a) Exhibit J – Waiver of Relocation Assistance 
5. Households Rejected for Both Permanent and Temporary Benefits 
a) Exhibit H – Rejection Notice; and 
b) Copies of any correspondence related to appeals or complaints, along with the Sponsor’s and Authority’s response, must be included in these files. 
All correspondence will be sent registered or certified mail, return receipt requested or hand-delivered by the Sponsor. Copies of all above-referenced exhibits, as well as the HUD Informational Booklet and the Residential Moving Expense and Dislocation Allowance Schedule, are attached to this Relocation Plan. 
B. Recordkeeping 
The Sponsor will forward copies of all household files to the Authority. Failure to submit complete files to the Authority will result in the Sponsor not receiving funding for relocation costs of those households. 
The Sponsor will maintain individual household files for a period of no less than three years from the later of the following dates: 1) the date the household was displaced or 2) the date when the final acquisition payment was received by the Sponsor. 
X.	THE RELOCATION FUND 
The Sponsor will establish an account called the Relocation Fund to cover the cost of the relocation benefits and assistance. Relocation benefits will be paid by the Sponsor to the household once all required documentation is completed by the household and submitted to the Sponsor. Once relocation documentation is reviewed and approved by the Authority, the Sponsor will be reimbursed by the Authority for agreed upon out-of-pocket expenses. 
The following is the Sponsor’s estimate of relocation costs: 
Relocation Funds 
A.	Temporary Relocation Expenses
Estimated number of Households to be temporarily relocated: 
Total Estimated Moving Expense: $
Total Temporary Relocation Expenses: $
B.	Permanent Displacement Expenses
Estimated number of households to be permanently displaced:
Total Estimated Moving Expense: $
Total Estimated Rent Differential: $
Total Permanent Displacement Expense:  $
 C.   Relocation Staff and Expenses		$


TOTAL ESTIMATED EXPENSE FOR TEMPORARY RELOCATION AND PERMANENT DISPLACEMENT: $

List Source of Funds requested/to be used for Relocation:

XI.	AMENDING THE RELOCATION PLAN 
The Sponsor may amend this Relocation Plan upon prior written approval of the Authority. 



XII.	SPONSOR CERTIFICATION 
The Sponsor certifies that the Sponsor has reviewed HUD Handbook 1378, and agrees to comply with the Uniform Relocation Act, 104(d) (if applicable) and all provisions of this Relocation Plan. 

Sponsor Representative and Title:   ________________________________

Name of Sponsor:  ______________________________________

Signature:  ______________________________________________________________

Date: ___________________________________________________________________



Illinois Housing Development Authority 

Name and Title:  _________________________________________________________

Signature: ______________________________________________________________

Date: ___________________________________________________________________


INSPECTION CHECKLIST
EXHIBIT D
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REJECTION NOTICE
EXHIBIT H

(Sponsor Letterhead) 
(Date) 
Dear____________________________: 

On ( date ), we notified you that the owner of your building had applied for assistance to make extensive repairs to the building. After reviewing the information submitted by you, it has been determined that you do not qualify to return to the development after rehabilitation, nor do you qualify for permanent displacement benefits. This decision has been based on the following reason(s): 

This is not your notice to vacate your unit. You will not be required to move from your unit without at least 90 days advance written notice of the date by which you must vacate.  If you wish to dispute this decision, please file a written response within thirty (30) days of this notice. This response should be forwarded to:

Illinois Housing Development Authority
ATTN: Multifamily Client Services 
111 E. Wacker Dr.
Suite 1000
Chicago, Illinois 60601

Regardless of whether or not you decide to contact the Illinois Housing Development Authority, you may still exercise other avenues of relief available to you if you believe that you have been discriminated against on the basis of race, color, creed, religion, sex, national origin, age, family status, handicap, ancestry, unfavorably military discharge, or marital status. 
Sincerely, 
(Name and title) 
Notes to Sponsor: 
1 The case file must indicate the manner in which this notice was delivered (e.g. personally served certified mail with return receipt requested) and the date of delivery. 
2 This is a guide form. It should be revised to reflect the specific circumstances of your program.
3 Valid reasons for not providing displacement benefits are very limited. Please make sure that you are aware of the specific reasons. A tenant’s income, household size, inadequate rehousing ability, or previous criminal issues shall not negate the right of a tenant to receive permanent relocation benefits under the Uniform Act at 49 CFR Part 24. 


90 DAY NOTICE TO VACATE 

Note: A 90 day notice can be sent any time after a Notice of Relocation Eligibility (Appendix 6 of Handbook 1378), but the Notice of Eligibility has a space to fill in comparable units to incorporate both. A 90 day notice can be combined with the NOE
See Appendix 6 of 1378 plus brochure


NOTE: 90 DAY NOTICE CANNOT GO OUT BEFORE COMPARABLE HOUSING IS IDENTIFIED AND OFFERED. It is 90 days from the date a comparable unit has been offered as part of the Notice of Eligibility (ex. 26 or in a separate letter, but it is up to  90 days by law from the time a comp is offered, not just 90 days to vacate.


30 DAY NOTICE TO VACATE 
EXHIBIT I (b) 


IHDA or project developer format

Guidance….

A 30 day notice to move is issued for temporary displacement for rehabilitation or other.

A 30 day notice can also be issued to a permanently displaced tenant only if a 90 day notice to vacate preceded this notice.




WAIVER OF RELOCATION ASSISTANCE
For PERMANENT DISPLACEMENT
Exhibit J

(Sponsor Letterhead, and ONLY in response to voluntary action by the resident to waive benefits; this option should NEVER be offered by the ownership) 
1. I, (name), am presently an occupant of the property located at 
. 
1 I have been formally notified that this property is to be rehabilitated for a program or project to be carried out by (sponsor) with federal financial assistance provided by the United States Department of Housing and Urban Development, and that it will therefore be necessary for me to move permanently from this property. I have been further advised that I am eligible for relocation payments and other relocation assistance in connection with this displacement. It has been explained to me that the law provides for advisory assistance, including referral to comparable (affordable, decent, safe and sanitary) replacement housing; for payment of actual, reasonable moving and related expenses, or for a fixed expense and dislocation allowance, at my election; and in addition, for a replacement housing payment to assist me in buying or renting a replacement home.

2 The nature and amounts of such payments and other assistance have been specifically
described to me in sufficient detail that I fully understand my eligibility.  I was informed specifically that I would be waiving $_____ in moving costs and _____ in replacement housing payments, which is a total of (total per person relocation value)___.

I have determined not to claim the benefits available to me, and hereby release ______ (sponsor’s name) from all obligations and liability regarding them. I do this freely, on the basis of my full understanding of all my legal rights. I am under no duress or coercion by (sponsor)
and make this decision without reservation or qualification.

3 This waiver shall expire on (date) , unless the assisted program or project has been completed by that date. 

Witness: _______________________________________ 
Signature: ______________________________________ 
Name: _________________________________________ 
Witness: ______________________________ _________________________________ 
Notary Public My Commission Expires On: _______________________ 

HOUSEHOLD DOCUMENTATION CHECKLIST
Exhibit L
This form is to be present in each household file. The Exhibits represent IHDA forms and the Appendices are directly from HUD’s handbook 1378 (www.hud.gov/relocation). The Handbook with all HUD forms is at:
http://portal.hud.gov/hudportal/HUD?src=/program_offices/administration/hudclips/handbooks/cpd/13780
   The Agent shall indicate with a check mark which documents are included in the file: 
Name of Family: __________________________________________________________ 
Address of Displacement Dwelling: ___________________________________________ 
For All Households 
_____Appendices 2, 2a, 3 and 3a, 3B - General Information Notice (residential or business) w HUD BROCHURE if tenant or business “may” be displaced. Brochures are at:
http://portal.hud.gov/hudportal/HUD?src=/program_offices/comm_planning/library/relocation/publications

_____ Appendices 8 or 9 - Site Occupant Record 
For Temporarily Relocated Households 
_____Appendix 4 -Notice of Non-Displacement (temporary moves for rehab)
_____Exhibit I (b) - 30 Day Notice to Vacate for Temporary Relocation

_____Inspection Report from on-site visits by IHDA’s Multifamily Field Inspectors

For Permanently Displaced Households 
_____HUD-40061 Selection of Most Representative Comparable Replacement Dwelling 
_____Appendix 6 - 90 Day Notice - Permanent Displacement – Notice of Eligibility with HUD brochure (only can be delivered if comparable units have been offered in this notice. Without comps offered, 90 day notice to vacate cannot not start.)
_____Exhibit D -Inspection checklist 
_____ Appendix 11 - HUD-40054 - Claim for Moving and Related Expenses 
_____ Appendices 25 or 26 - Notice of Eligibility for Relocation Assistance-offering comparable units for      Section 104(d) triggered projects only. 
_____ Appendix 14 - HUD-40058 - Claim for Rental Assistance or Down Payment Assistance 
For Households Ineligible for Relocation Benefits 
_____Exhibit H - Rejection Notice 
For Households Waiving all Benefits (NOTE:  As a developer, you may NOT ever mention such a waiver to any tenant.  If a tenant approaches you and asks how to waive benefits, after being told what the benefits are, this exhibit provides you with the information.  Usage of this Exhibit will generate a series of questions from IHDA.
_____Exhibit J - Waiver of Relocation Assistance 
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Appendix 6 GUIDEFORM NOTICE OF ELIGIBILITY FOR URA RELOCATION ASSISTANCE - RESIDENTIAL TENANT 
Grantee or Agency Letterhead 
(date) 
Dear ___________: 
On ___(date) _, the ____(City, County, State, Public Housing Authority (PHA), other) , notified you of proposed plans to (acquire, rehabilitate, or demolish)____ the property you currently occupy at (address)_______ for a project which could receive funding assistance from the U.S. Department of Housing and Urban Development (HUD) under the _______________________ program. On ____(date)_____, the project was approved and will receive federal funding. 
It has been determined that you will be displaced by the project. Since you are being displaced in connection with this federally funded project, you will be eligible for relocation assistance and payments under the Uniform Relocation Assistance and Real Property Acquisition Policies Act (URA). 
This is your Notice of Eligibility for relocation assistance 
The effective date of your eligibility is _______________. (Insert date of Initiation of Negotiations, see 49 CFR 24.2(a)(15) or applicable HUD program regulations) 
(NOTE: Pursuant to Public Law 105-117, aliens not lawfully present in the United States are not eligible for relocation assistance, unless such ineligibility would result in exceptional hardship to a qualifying spouse, parent, or child. All persons seeking relocation assistance will be required to certify that they are a United States citizen or national, or an alien lawfully present in the United States.) 
To carry out the project, it will be necessary for you to move. However, you do not need to move now. You will be provided written notice of the date by which you will be required to move. This date will be no less than 90 days from the date comparable replacement housing has been made available to you. 
Enclosed is a brochure entitled, "Relocation Assistance to Tenants Displaced From Their Homes." Please read the brochure carefully. It explains your rights and provides additional information on eligibility for relocation payments and what you must do in order to receive these payments. 
The relocation assistance to which you are entitled includes: 
Relocation Advisory Services. Including counseling and other assistance to help you find another home and prepare to move. 
Payment for Moving Expenses. You may choose: (1) a payment for your actual reasonable moving and related expenses, or (2) a fixed moving payment in the amount of $________ based on the URA Fixed Residential Moving Cost Schedule, or (3) a combination of both. 
Replacement Housing Payment. You may be eligible for a replacement housing payment to rent or buy a replacement home. The payment is based on several factors including: (1) the monthly rent and cost of utility services for a comparable replacement dwelling, (2) the monthly rent and cost of utility services for your present home, and (3) for low-income persons, 30 percent of your average monthly gross household income. This payment is calculated on the difference in the old and new housing costs for a one-month period and multiplied by 42. 
Listed below are three comparable replacement dwellings that you may wish to consider for your replacement home. If you would like, we can arrange transportation for you to inspect these and other replacement dwellings. 
Address Rent & Utility Costs Contact Info 
1. ________________________________________________________________ 
2. ________________________________________________________________ 
3. ________________________________________________________________ 
We believe that the dwelling located at (address) is the most representative of your present home. The monthly rent and the estimated average monthly cost of utilities for this dwelling is $ and it will be used to calculate your maximum replacement housing payment. Please contact us immediately if you believe this dwelling is not comparable to your current home. We can explain our basis for selecting this dwelling as most representative of your current home and discuss your concerns. 
Based on the information you have provided about your income and the rent and utilities you now pay, you may be eligible for a maximum replacement housing payment of approximately $ (42 x $____), if you rent the dwelling identified above as the most comparable to your current home or rent another dwelling of equal cost. 
Replacement housing payments are not adjusted to reflect future rent increases or changes in income. This is the maximum amount that you would be eligible to receive. If you rent a decent, safe and sanitary home where the monthly rent and average estimated utility costs are less than the comparable dwelling, your replacement housing payment will be based on the actual cost of the dwelling. We will not base your payment on any dwelling that is not a comparable replacement home. All replacement housing payments must be paid in installments. Your payment will be paid in #_ installments. 
Should you choose to purchase (rather than rent) a decent, safe and sanitary replacement home, you would be eligible for a down payment assistance payment which is equal to your maximum replacement housing payment, $_________*. Let us know if you are interested in purchasing a replacement home and we will help you locate such housing. 
Please note that all replacement housing must be inspected in order to ensure it is decent, safe and sanitary before any replacement housing payments are made. 
If you have any questions about this letter and your eligibility for relocation assistance and payments, please contact (name) , (title) at (phone) , (address) before you make any moving plans. He/she will assist you with your move to a new home and help ensure that you preserve your eligibility for all relocation payments to which you may be entitled. 
Remember, do not move or commit to the purchase or lease of a replacement home before we have a chance to further discuss your eligibility for relocation assistance. This letter is important to you and should be retained. 
Sincerely, 
___(name & title)_____ 
Enclosure/s 


NOTES. 
* At the agency’s discretion, a down payment assistance payment that is less than $5,250 may be increased to any amount not to exceed $5,250. (See 49 CFR 24.402(c)(1)) 
1. The case file must indicate the manner in which this notice was delivered (e.g., personally served or certified mail, return receipt requested) and the date of delivery. (See Paragraph 2-3 I of Handbook 1378.) 
2. This is a guideform. It should be revised to reflect the circumstances. 
3. Optional paragraphs for displaced residents of public housing projects (may be modified based on the PHA’s resident return policy): 
 “Even though you will be provided all of the assistance the URA requires for a permanent move, the Authority believes that every resident displaced from the site should have the right to reapply for occupancy once this project is complete. For this reason, after project completion, every resident who receives assistance as a “displaced person” will be contacted and offered an opportunity to reapply for occupancy in the newly-revitalized community. Furthermore, because you will be a former occupant who was “displaced” from the site, you will also receive a priority preference to return. 
In the event the number of those who request to return and qualify for housing exceeds the number of units available, rating and ranking criteria will be used to identify those who will be offered a unit at the site until all available units are filled. If you do return, the Authority may help defray the costs of the return move. If you have Replacement Housing Payments not yet spent or obligated, you may be asked to forfeit these payments as a condition for returning to public housing, since this assistance will no longer be necessary to meet your housing needs. Such assistance, if not forfeited, must be considered as income and may affect your eligibility and rent.” 

ATTACH brochure:
RELOCATION ASSISTANCE U.S. Department of Housing TO TENANTS DISPLACED and Urban Development FROM THEIR HOMES Office of Community Planning and Development www.hud.gov/relocation HUD-1042-CPD (3/2005) 

Introduction 
This booklet describes the relocation payments and other relocation assistance provided under the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970, as amended (URA) to tenants displaced from their homes. This includes any family or individual that must move as a direct result of rehabilitation, demolition or acquisition for a project in which Federal funds are used. 
If you are notified that you will be displaced, it is important that you do not move before you learn what you must do to receive the relocation payments and other assistance to which you are entitled. 
Pursuant to Public Law 105-117, aliens not lawfully present in the United States are not eligible for relocation assistance, unless such ineligibility would result in exceptional hardship to a qualifying spouse, parent, or child. All persons seeking relocation assistance will be required to certify that they are a United States citizen or national, or an alien lawfully present in the United States. 

This booklet may not answer all of your questions. If you have more questions about your relocation, contact the Agency responsible for the project. (Check the back of this booklet for the name of the person to contact at the Agency.) Ask your questions before you move. Afterwards, it may be too late. 

Summary of Relocation Assistance 
As an eligible tenant displaced from your home, you will be offered the following advisory and financial assistance: 
• Advisory Services. This includes referrals to comparable and suitable replacement homes, the inspection of replacement housing to ensure that it meets established standards, help in preparing claim forms for relocation payments and other assistance to minimize the impact of the move. 
• Payment for Moving Expenses. You may choose either a: 
∗ Payment for Your Actual Reasonable Moving and Related Expenses, or 
∗ Fixed Moving Expense and Dislocation Allowance, or 
∗ A combination of both, based on circumstances. 
• Replacement Housing Assistance. To enable you to rent, or if you prefer, buy a comparable or suitable replacement home, you may choose either: 
∗ Rental Assistance, or 
∗ Purchase Assistance. 

If you disagree with the Agency's decision as to the relocation assistance for which you are eligible, you may appeal that decision. 

General Questions 
How Will I Know I Am Eligible For Relocation Assistance? 
You should receive a written notice explaining your eligibility for relocation assistance. You should not move before receiving that notice. If you do, you may not receive relocation assistance. 
How Will The Agency Know How Much Help I Need? 
You will be contacted at an early date and personally interviewed by a representative of the Agency to determine your relocation needs and preferences for replacement housing and advisory services. The interviewer will ask certain questions about you and other members of your household, including questions about your income. It is to your advantage to provide the information so that the Agency can assist you in moving with a minimum of hardship. The information you give will be kept in confidence. 
How Soon Will I Have To Move? 
If possible, a mutually agreeable date for the move will be worked out. You will be given enough time to make plans for moving. Unless there is a health or safety emergency, you will not be required to move without at least 90 days advance written notice of (1) at least one "comparable replacement home" that is available to you and (2) the earliest date by which you must move. 


What Is A Comparable Replacement Home? 
A comparable replacement home is: 
• Decent, safe, and sanitary. 
• Functionally equivalent to (and equal or better than) your present home. 
• Actually available for you to rent. 
• Affordable. 
• Reasonably accessible to your place of employment. 
• Generally as well located with respect to public and commercial facilities, such as schools and shopping, as your present home. 
• Not subject to unreasonable adverse environmental conditions. 
• Available to all persons regardless of race, color, religion, sex, or national origin. 

What is Decent, Safe, and Sanitary Housing? 
Decent, safe, and sanitary housing is housing that: 
• Meets applicable housing and occupancy requirements. 
• Is structurally sound, weather tight, and in good repair. 
• Contains a safe, adequate electrical wiring system. 
• Has adequate living space for the occupants. 
• Has a kitchen with a sink, hot and cold running water, and connections for a stove and refrigerator (if you were displaced from a housekeeping unit). 
• Has a separate, complete bathroom with hot and cold running water. 
• Has heating as required by climatic conditions. 
• Has an unobstructed exit to safe, open space at ground level. 
• Meets standards protecting occupants from lead-based paint hazards. 
• If you are person with a physical disability, is free of any barriers which would preclude your reasonable use of the unit. 

Will The Agency Help Me Find A Replacement Home? 
Yes. You will be provided with referrals to housing that has been inspected to ensure that it meets established standards. If possible, you will be referred to at least three comparable replacement homes. The maximum financial assistance for which you may qualify will be based on the cost of the most representative comparable replacement home that is available to you. Promptly after you become eligible for relocation assistance, the Agency will inform you of such unit and the maximum payment available. 
Once the Agency representative has a clear understanding of your needs and preferences, he or she will work with you to assure that you are given the best possible choice of housing. The Agency will offer you appropriate transportation to inspect these units. 
If you would like to move to government-owned housing or obtain a Housing Choice Voucher (HCV) let the Agency representative know of your interest. Generally, an eligible displaced person receives preference for such long term housing assistance. You will be given assistance in completing any required application forms. 

What If I Find My Own Replacement Housing? 
You have every right to find your own replacement housing. However, before you rent or buy, ask the Agency to inspect the unit to make sure that it is decent, safe, and sanitary. If the housing unit is not decent, safe, and sanitary, you will not receive a replacement housing payment. 

What If I Encounter A Problem In Obtaining Housing Of My Choice? If you encounter a problem in buying or renting housing of your choice, notify the Agency immediately. The Agency will look into the matter and try to resolve it. You will receive this help whether you were referred to the housing unit or found it yourself. 
If you are unable to buy or rent a housing unit because of discriminatory practices on the part of a real estate broker, rental agent, lender, or a property owner, the Agency will help you file a formal housing discrimination complaint with the U.S. Department of Housing and Urban Development or the appropriate State or local fair housing agency. 

What Other Services Will I Receive? 
In addition to help in obtaining a comparable replacement home, other assistance, as necessary, will be provided in order to minimize the impact of your move. This assistance may include referral to appropriate public and private agencies that provide services concerning housing financing, employment, health, welfare, or legal assistance. The range of services depends on the needs of the person being displaced. You should ask the Agency representative to tell you about the specific services that will be available to help you and your family. 
What Is a Payment For Actual Reasonable Moving and Related Expenses? 
You may choose to receive a relocation payment to cover the reasonable cost of your move. If you choose a Payment for Actual Reasonable Moving and Related Expenses, you may include in your claim the reasonable and necessary costs for: 

• Transportation for you and your family. 
• Packing, moving and unpacking your household goods. 
• Disconnecting and reconnecting household appliances and other personal property (e.g., telephone and cable TV). 
• Storage of household goods, as may be necessary. 
• Insurance for the replacement value of your property during the move and necessary storage. 
• The replacement value of property lost, stolen or damaged in the move (but not through your neglect) if insurance is not reasonably available. 

The Agency will explain all eligible moving costs, as well as those which are not eligible. You must be able to account for any costs that you incur, so keep all your receipts. Select your mover with care. The Agency can help you select a reliable and reputable mover. 
You may elect to pay your moving costs yourself and be repaid by the Agency or, if you prefer, you may have the Agency pay the mover. In either case, let the Agency know before you move. 

What Is A Fixed Moving Expense And Dislocation Allowance? 
If you choose a Fixed Moving Expense and Dislocation Allowance, you will receive an allowance which is based on the number of rooms in your home or the number of rooms of furniture you will be moving, as shown on a schedule. The Agency has a copy of the schedule and will help you decide whether choosing this allowance is in your best interest. 
If you do not have a large amount of personal property to move, this payment should be more advantageous. No special documentation is required to support your claim. You need only move your personal property and complete the appropriate claim form in order to receive your payment. 

How Much Rental Assistance Will I Receive? 
You may be eligible to receive Rental Assistance for a 42-month period. The assistance is computed in the following manner: 

The assistance needed for one month is determined by subtracting the "base monthly rent" for your present home from the cost of rent and utilities for your new home (or a comparable replacement home, if that cost is lower). That monthly need, if any, is multiplied by 42, to determine the total amount that you will receive. This amount will be paid directly to you. The Agency must provide the assistance in monthly installments or other periodic payments. Generally, the base monthly rent for your present home is the lesser of: (1) the monthly rent and average monthly cost for utilities, or (2) thirty (30) percent of your average monthly gross household income, if you are low-income based on HUD income limits. 
Examples: Let's say that the monthly rent and average cost for utilities for your present home are $250; the monthly rent and estimated average utility costs for a comparable replacement home are $350; and your monthly gross income is $700. In this case your "base monthly rent" would be $210 because you are low-income and that amount (30 percent of your income) is less than the monthly cost of rent and utilities at your present home ($250). 
• If you rent a replacement home for $360 per month, including estimated average monthly utility charges, you will receive $5,880. That amount is 42 times $140 (the difference between the "base monthly rent" for your present home ($210) and the cost for a comparable replacement home ($350)). 
• If you rent a replacement home for $310, including estimated average monthly utility charges, you will receive $4,200. That amount is 42 times $100 (the difference between the "base monthly rent" for your present home ($210) and the actual cost of your new home ($310)). 

To qualify for rental assistance, you must rent and occupy a decent, safe, and sanitary home within one year after the date you move. However, the Agency will extend this period for good cause. 

If I Decide to Buy, Rather Than Rent, How Much Assistance Will I Receive? 
If you buy a replacement home, you may be eligible for assistance to make a down payment equal to the amount you would receive if you rented a comparable replacement home (i.e., 42 times the amount obtained by subtracting the "base monthly rent" for your present home from the monthly rent and estimated average monthly utility costs for a comparable replacement home). A down payment assistance payment will be paid in a lump sum. 

Example: Assuming the information in the prior examples, the down payment assistance payment would be $5,880. That amount is 42 times $140 (the difference between the "base monthly rent" for your present home ($210) and the monthly rent and estimated average monthly utilities cost for a comparable replacement home ($350). The full amount of the payment must be applied to the purchase of the replacement dwelling. 

Must I File A Claim To Obtain A Relocation Payment? 
Yes. You must file a claim for each relocation payment. The Agency will, however, provide you with the required claim form, help you to complete it, and explain the type of documentation, if any, that you must submit in order to receive the payment. 
If you must pay any relocation expenses before you move (e.g., a security deposit when you sign a lease for your new home), discuss your financial needs with the Agency. While refundable deposits are not covered by URA payments, you may be able to obtain an advance payment to meet these costs. An advance payment may be placed in "escrow" or paid directly to a contractor to ensure that the move will be completed on a timely basis. 
You must file your claim within 18 months after the date you move. However, it is to your advantage to file as soon as possible after you move. The sooner you submit your claim, the sooner it can be processed and paid. If you are unable to file your claim within 18 months, ask the Agency to extend this period. 
Be careful not to confuse this 18-month period with the 12-month period within which you must rent (or buy) and occupy a replacement dwelling in order to be eligible for a replacement housing payment. 
You will be paid promptly after you file an acceptable claim. If there is any question regarding your right to a relocation payment or the amount of the payment, you will be notified, in writing, of the problem and the action you may take to resolve the matter. 

Will I Have To Pay Rent To The Agency Before I Move? 
If the Agency acquires the property in which you live, you may be required to pay a fair rent to the Agency for the period between the acquisition of the property and the date that you move. Such rent will not exceed the market rent for comparable properties in the area. 

Do I Have To Pay Federal Income Taxes On My Relocation Payments? 
No. Section 216 of the URA states that you need not report relocation payments as part of your gross income for Federal tax purposes. For information on State or local income taxes, you should check with the State or local income tax office in your area or with your personal tax advisor. 

What If I Don't Receive The Required Assistance. Can I Appeal? 
If you disagree with the Agency's decision as to your right to relocation assistance or the amount of a payment, or the adequacy of the housing to which you have been referred, you may appeal the decision to the Agency. 
The Agency will inform you of its appeal procedures. At a minimum, you will have 60 days to file your appeal with the Agency after you receive written notification of the Agency's determination on your claim. Your appeal must be in writing. However, if you need help, the Agency will assist you in preparing your appeal. 
If you are a low- or moderate-income person and are dissatisfied with the Agency's determination on your appeal, you may have an additional right to request administrative review of that decision (e.g., by HUD or the State). 
You can expect a fair decision on any appeal. However, if you are not satisfied with the final administrative decision on your appeal, you may seek review of the matter by the courts. 

I Have More Questions. Who Will Answer Them? 
If you have further questions after reading this booklet, contact the Agency and discuss your concerns with an Agency representative. 

Agency: 
Address: 
Office Hours: 
Telephone No.: 
Person to Contact:

. 
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Appendix 6  

GUIDEFORM NOTICE OF ELIGIBILITY FOR URA RELOCATION ASSISTANCE 
RESIDENTIAL TENANT plus HUD brochure 

Grantee or Agency Letterhead 
(date) 
Dear ___________: 
On ___(date) _, the ____(City, County, State, Public Housing Authority (PHA), other) , notified you of proposed plans to (acquire, rehabilitate, or demolish)____ the property you currently occupy at (address)_______ for a project which could receive funding assistance from the U.S. Department of Housing and Urban Development (HUD) under the _______________________ program. On ____(date)_____, the project was approved and will receive federal funding. 
It has been determined that you will be displaced by the project. Since you are being displaced in connection with this federally funded project, you will be eligible for relocation assistance and payments under the Uniform Relocation Assistance and Real Property Acquisition Policies Act (URA). 
This is your Notice of Eligibility for relocation assistance 
The effective date of your eligibility is _______________. (Insert date of Initiation of Negotiations, see 49 CFR 24.2(a)(15) or applicable HUD program regulations) 
(NOTE: Pursuant to Public Law 105-117, aliens not lawfully present in the United States are not eligible for relocation assistance, unless such ineligibility would result in exceptional hardship to a qualifying spouse, parent, or child. All persons seeking relocation assistance will be required to certify that they are a United States citizen or national, or an alien lawfully present in the United States.) 
To carry out the project, it will be necessary for you to move. However, you do not need to move now. You will be provided written notice of the date by which you will be required to move. This date will be no less than 90 days from the date comparable replacement housing has been made available to you. 
Enclosed is a brochure entitled, "Relocation Assistance to Tenants Displaced From Their Homes." Please read the brochure carefully. It explains your rights and provides additional information on eligibility for relocation payments and what you must do in order to receive these payments. 
The relocation assistance to which you are entitled includes: 
Relocation Advisory Services. Including counseling and other assistance to help you find another home and prepare to move. 
Payment for Moving Expenses. You may choose: (1) a payment for your actual reasonable moving and related expenses, or (2) a fixed moving payment in the amount of $________ based on the URA Fixed Residential Moving Cost Schedule, or (3) a combination of both. 
Replacement Housing Payment. You may be eligible for a replacement housing payment to rent or buy a replacement home. The payment is based on several factors including: (1) the monthly rent and cost of utility services for a comparable replacement dwelling, (2) the monthly rent and cost of utility services for your present home, and (3) for low-income persons, 30 percent of your average monthly gross household income. This payment is calculated on the difference in the old and new housing costs for a one-month period and multiplied by 42. 
Listed below are three comparable replacement dwellings that you may wish to consider for your replacement home. If you would like, we can arrange transportation for you to inspect these and other replacement dwellings. 
Address Rent & Utility Costs Contact Info 
1. ________________________________________________________________ 
2. ________________________________________________________________ 
3. ________________________________________________________________ 
We believe that the dwelling located at (address) is the most representative of your present home. The monthly rent and the estimated average monthly cost of utilities for this dwelling is $ and it will be used to calculate your maximum replacement housing payment. Please contact us immediately if you believe this dwelling is not comparable to your current home. We can explain our basis for selecting this dwelling as most representative of your current home and discuss your concerns. 
Based on the information you have provided about your income and the rent and utilities you now pay, you may be eligible for a maximum replacement housing payment of approximately $ (42 x $____), if you rent the dwelling identified above as the most comparable to your current home or rent another dwelling of equal cost. 1378 CHG-6 Appendix 6 App. 6-3 [03/10] 
Replacement housing payments are not adjusted to reflect future rent increases or changes in income. This is the maximum amount that you would be eligible to receive. If you rent a decent, safe and sanitary home where the monthly rent and average estimated utility costs are less than the comparable dwelling, your replacement housing payment will be based on the actual cost of the dwelling. We will not base your payment on any dwelling that is not a comparable replacement home. All replacement housing payments must be paid in installments. Your payment will be paid in #_ installments. 
Should you choose to purchase (rather than rent) a decent, safe and sanitary replacement home, you would be eligible for a down payment assistance payment which is equal to your maximum replacement housing payment, $_________*. Let us know if you are interested in purchasing a replacement home and we will help you locate such housing. 
Please note that all replacement housing must be inspected in order to ensure it is decent, safe and sanitary before any replacement housing payments are made. 
If you have any questions about this letter and your eligibility for relocation assistance and payments, please contact (name) , (title) at (phone) , (address) before you make any moving plans. He/she will assist you with your move to a new home and help ensure that you preserve your eligibility for all relocation payments to which you may be entitled. 
Remember, do not move or commit to the purchase or lease of a replacement home before we have a chance to further discuss your eligibility for relocation assistance. This letter is important to you and should be retained. 
Sincerely, 
___(name & title)_____ 
Enclosure 
___________________________________________________________
NOTES. 
* At the agency’s discretion, a down payment assistance payment that is less than $5,250 may be increased to any amount not to exceed $7,200. (See 49 CFR 24.402(c)(1)) 
1. The case file must indicate the manner in which this notice was delivered (e.g., personally served or certified mail, return receipt requested) and the date of delivery. (See Paragraph 2-3 I of Handbook 1378.) 
2. This is a guide form. It should be revised to reflect the circumstances. 
3. Optional paragraphs for displaced residents of public housing projects (may be modified based on the PHA’s resident return policy): 
 “Even though you will be provided all of the assistance the URA requires for a permanent move, the Authority believes that every resident displaced from the site should have the right to reapply for occupancy once this project is complete. For this reason, after project completion, every resident who receives assistance as a “displaced person” will be contacted and offered an opportunity to reapply for occupancy in the newly-revitalized community. Furthermore, because you will be a former occupant who was “displaced” from the site, you will also receive a priority preference to return. 
In the event the number of those who request to return and qualify for housing exceeds the number of units available, rating and ranking criteria will be used to identify those who will be offered a unit at the site until all available units are filled. If you do return, the Authority may help defray the costs of the return move. If you have Replacement Housing Payments not yet spent or obligated, you may be asked to forfeit these payments as a condition for returning to public housing, since this assistance will no longer be necessary to meet your housing needs. Such assistance, if not forfeited, must be considered as income and may affect your eligibility and rent.” 
.

HUD BROCHURE - TO BE DELIVERED WITH THE GENERAL INFORMATION NOTICE (GINs - Appendices 2 or 3) TO THOSE TO BE PERMANENTLY DISPLACED, but/and no later than the NOTICE OF Relocation ELIGIBILITY if unknown about permanent displacement at the time of the GIN.

RELOCATION ASSISTANCE TO TENANTS DISPLACED FROM THEIR HOMES

 U.S. Department of Housing and Urban Development 
Office of Community Planning and Development 
www.hud.gov/relocation 
Introduction 
This booklet describes the relocation payments and other relocation assistance provided under the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970, as amended (URA) to tenants displaced from their homes. This includes any family or individual that must move as a direct result of rehabilitation, demolition or acquisition for a project in which Federal funds are used. 
If you are notified that you will be displaced, it is important that you do not move before you learn what you must do to receive the relocation payments and other assistance to which you are entitled. 
Pursuant to Public Law 105-117, aliens not lawfully present in the United States are not eligible for relocation assistance, unless such ineligibility would result in exceptional hardship to a qualifying spouse, parent, or child. All persons seeking relocation assistance will be required to certify that they are a United States citizen or national, or an alien lawfully present in the United States. 
This booklet may not answer all of your questions. If you have more questions about your relocation, contact the Agency responsible for the project. (Check the back of this booklet for the name of the person to contact at the Agency.) Ask your questions before you move. Afterwards, it may be too late. 
Summary of Relocation Assistance 
As an eligible tenant displaced from your home, you will be offered the following advisory and financial assistance: 
· Advisory Services. This includes referrals to comparable and suitable replacement homes, the inspection of replacement housing to ensure that it meets established standards, help in preparing claim forms for relocation payments and other assistance to minimize the impact of the move. 


· Payment for Moving Expenses. You may choose either a: 

* Payment for Your Actual Reasonable Moving and Related Expenses, or 
* Fixed Moving Expense and Dislocation Allowance, or 
* A combination of both, based on circumstances. 

· Replacement Housing Assistance. To enable you to rent, or if you prefer, buy a comparable or suitable replacement home, you may choose either: 
*  Rental Assistance, or 
*  Purchase Assistance. 
If you disagree with the Agency's decision as to the relocation assistance for which you are eligible, you may appeal that decision. 
General Questions 
How Will I Know I Am Eligible For Relocation Assistance? 
You should receive a written notice explaining your eligibility for relocation assistance. You should not move before receiving that notice. If you do, you may not receive relocation assistance.

How Will The Agency Know How Much Help I Need? 
You will be contacted at an early date and personally interviewed by a representative of the Agency to determine your relocation needs and preferences for replacement housing and advisory services. The interviewer will ask certain questions about you and other members of your household, including questions about your income. It is to your advantage to provide the information so that the Agency can assist you in moving with a minimum of hardship. The information you give will be kept in confidence. 
How Soon Will I Have To Move? 
If possible, a mutually agreeable date for the move will be worked out. You will be given enough time to make plans for moving. Unless there is a health or safety emergency, you will not be required to move without at least 90 days advance written notice of (1) at least one "comparable replacement home" that is available to you and (2) the earliest date by which you must move. 
What Is A Comparable Replacement Home? 
A comparable replacement home is: 
· Decent, safe, and sanitary. 
· Functionally equivalent to (and equal or better than) your present home. 
· Actually available for you to rent. 
· Affordable. 
· Reasonably accessible to your place of employment. 
· Generally as well located with respect to public and commercial facilities, such as schools and shopping, as your present home. 
· Not Subject to unreasonable adverse environmental conditions. 
· Available to all persons regardless of race, color, religion, sex, or national origin. 

What is Decent, Safe, and Sanitary Housing? 
Decent, safe, and sanitary housing is housing that: 
· Meets applicable housing and occupancy requirements. 
· Is structurally sound, weather tight, and in good repair. 
· Contains a safe, adequate electrical wiring system. 
· Has adequate living space for the occupants. 
· Has a kitchen with a sink, hot and cold running water, and connections for a stove and refrigerator (if you were displaced from a housekeeping unit). 
· Has a separate, complete bathroom with hot and cold running water. 
· Has heating as required by climatic conditions. 
· Has an unobstructed exit to safe, open space at ground level. 
· Meets standards protecting occupants from lead-based paint hazards. 
· If you are person with a physical disability, is free of any barriers which would preclude your reasonable use of the unit. 

Will The Agency Help Me Find A Replacement Home? 
Yes. You will be provided with referrals to housing that has been inspected to ensure that it meets established standards. If possible, you will be referred to at least three comparable replacement homes. The maximum financial assistance for which you may qualify will be based on the cost of the most representative comparable replacement home that is available to you. Promptly after you become eligible for relocation assistance, the Agency will inform you of such unit and the maximum payment available. 
Once the Agency representative has a clear understanding of your needs and preferences, he or she will work with you to assure that you are given the best possible choice of housing. The Agency will offer you appropriate transportation to inspect these units. 
If you would like to move to government-owned housing or obtain a Housing Choice Voucher (HCV) let the Agency representative know of your interest. Generally, an eligible displaced person receives preference for such long term housing assistance. You will be given assistance in completing any required application forms. 
What If I Find My Own Replacement Housing? 
You have every right to find your own replacement housing. However, before you rent or buy, ask the Agency to inspect the unit to make sure that it is decent, safe, and sanitary. If the housing unit is not decent, safe, and sanitary, you will not receive a replacement housing payment. 
What If I Encounter A Problem In Obtaining Housing Of My Choice? 

If you encounter a problem in buying or renting housing of your choice, notify the Agency immediately. The Agency will look into the matter and try to resolve it. You will receive this help whether you were referred to the housing unit or found it yourself. 

If you are unable to buy or rent a housing unit because of discriminatory practices on the part of a real estate broker, rental agent, lender, or a property owner, the Agency will help you file a formal housing discrimination complaint with the U.S. Department of Housing and Urban Development or the appropriate State or local fair housing agency. 

What Other Services Willi Receive? 
In addition to help in obtaining a comparable replacement home, other assistance, as necessary, will be provided in order to minimize the impact of your move. This assistance may include referral to appropriate public and private agencies that provide services concerning housing financing, employment, health, welfare, or legal assistance. The range of services depends on the needs of the person being displaced. 
You should ask the Agency representative to tell you about the specific services that will be available to help you and your family. 
What Is a Payment For Actual Reasonable Moving and Related Expenses? 
You may choose to receive a relocation payment to cover the reasonable cost of your move. If you choose a Payment For Actual Reasonable Moving And Related Expenses, you may include in your claim the reasonable and necessary costs for: 
· Transportation for you and your family. 
· Packing, moving and unpacking your household goods. 
· Disconnecting and reconnecting household appliances and other personal property (e.g., telephone and cable TV). 
· Storage of household goods, as may be necessary. 
· Insurance for the replacement value of your property during the move and necessary storage. 
· The replacement value of property lost, stolen or damaged in the move (but not through your neglect) if insurance is not reasonably available.

The Agency will explain all eligible moving costs, as well as those which are not eligible. You must be able to account for any costs that you incur, so keep all your receipts. Select your mover with care. The Agency can help you select a reliable and reputable mover. 
You may elect to pay your moving costs yourself and be repaid by the Agency or, if you prefer, you may have the Agency pay the mover. In either case, let the Agency know before you move. 
What Is A Fixed Moving Expense And Dislocation Allowance? 
If you choose a Fixed Moving Expense and Dislocation Allowance, you will receive an allowance which is based on the number of rooms in your home or the number of rooms of furniture you will be moving, as shown on a schedule. The Agency has a copy of the schedule and will help you decide whether choosing this allowance is in your best interest. 
If you do not have a large amount of personal property to move, this payment should be more advantageous. No special documentation is required to support your claim. You need only move your personal property and complete the appropriate claim form in order to receive your payment. 

How Much Rental Assistance Will I Receive? 
You may be eligible to receive Rental Assistance for a 42-month period. The assistance is computed in the following manner: 
The assistance needed for one month is determined by subtracting the "base monthly rent" for your present home from the cost of rent and utilities for your new home (or a comparable replacement home, if that cost is lower). That monthly need, if any, is multiplied by 42, to determine the total amount that you will receive. This amount will be paid directly to you. The Agency must provide the assistance in monthly installments or other periodic payments. Generally, the base monthly rent for your present home is the lesser of: (1) the monthly rent and average monthly cost for utilities, or (2) thirty (30) percent of your average monthly gross household income, if you are low-income based on HUD income limits. 
Examples: Let's say that the monthly rent and average cost for utilities for your present home are $250; the monthly rent and estimated average utility costs for a comparable replacement home are $350; and your monthly gross income is $700. In this case your "base monthly rent" would be $210 because you are low-income and that amount (30 percent of your income) is less than the monthly cost of rent and utilities at your present home ($250). 
If you rent a replacement home for $360 per month, including estimated average monthly utility charges, you will receive $5,880. That amount is 42 times $140 (the difference between the "base monthly rent" for your present home ($210) and the cost for a comparable replacement home ($350)). 

If you rent a replacement home for $310, including estimated average monthly utility charges, you will receive $4,200. That amount is 42 times $100 (the difference between the "base monthly rent" for your present home ($210) and the actual cost of your new home ($310)). 

To qualify for rental assistance, you must rent and occupy a decent, safe, and sanitary home within one year after the date you move. However, the Agency will extend this period for good cause. 
If I Decide to Buy, Rather Than Rent, How Much Assistance Will I Receive? 
If you buy a replacement home, you may be eligible for assistance to make a down payment equal to the amount you would receive if you rented a comparable replacement home (i.e., 42 times the amount obtained by subtracting the "base monthly rent" for your present home from the monthly rent and estimated average monthly utility costs for a comparable replacement home). A down payment assistance payment will be paid in a lump sum. 
Example: Assuming the information in the prior examples, the down payment assistance payment would be $5,880. That amount is 42 times $140 (the difference between the "base monthly rent" for your present home ($210) and the monthly rent and estimated average monthly utilities cost for a comparable replacement home ($350). The full amount of the payment must be applied to the purchase of the replacement dwelling. 

Must I File A Claim To Obtain A Relocation Payment? 
Yes. You must file a claim for each relocation payment. The Agency will, however, provide you with the required claim form, help you to complete it, and explain the type of documentation, if any, that you must submit in order to receive the payment. 

If you must pay any relocation expenses before you move (e.g., a security deposit when you sign a lease for your new home), discuss your financial needs with the Agency. While refundable deposits are not covered by URA payments, you may be able to obtain an advance payment to meet these costs. An advance payment may be placed in "escrow" or paid directly to a contractor to ensure that the move will be completed on a timely basis. 
You must file your claim within 18 months after the date you move. However, it is to your advantage to file as soon as possible after you move. The sooner you submit your claim, the sooner it can be processed and paid. If you are unable to file your claim within 18 months, ask the Agency to extend this period. 

Be careful not to confuse this 18-month period with the 12-month period within which you must rent (or buy) and occupy a replacement dwelling in order to be eligible for a replacement housing payment.  You will be paid promptly after you file an acceptable claim. If there is any question regarding your right to a relocation payment or the amount of the payment, you will be notified, in writing, of the problem and the action you may take to resolve the matter. 

Will I Have To Pay Rent To The Agency Before I Move? 
If the Agency acquires the property in which you live, you may be required to pay a fair rent to the Agency for the period between the acquisition of the property and the date that you move. Such rent will not exceed the market rent for comparable properties in the area. 
Do I Have To Pay Federal Income Taxes On My Relocation Payments? 
No. Section 216 of the URA states that you need not report relocation payments as part of your gross income for Federal tax purposes. For information on State or local income taxes, you should check with the State or local income tax office in your area or with your personal tax advisor.

What If I Don't Receive The Required Assistance. Can I Appeal?

If you disagree with the Agency's decision as to your right to relocation assistance or the amount of a payment, or the adequacy of the housing to which you have been referred, you may appeal the decision to the Agency.  The Agency will inform you of its appeal procedures. At a minimum, you will have 60 days to file your appeal with the Agency after you receive written notification of the Agency's determination on your claim. Your appeal must be in writing. However, if you need help, the Agency will assist you in preparing your appeal.
 
If you are a low-or moderate-income person and are dissatisfied with the Agency's determination on your appeal, you may have an additional right to request administrative
review of that decision (e.g., by HUD or the State).

You can expect a fair decision on any appeal. However, if you are not satisfied with the final  
administrative decision on your appeal, you may seek review of the matter by the courts.
 
I Have More Questions. Who Will Answer Them?
 
If you have further questions after reading this booklet, contact the Agency and discuss your 
concerns with an Agency representative.

Agency:		
 
Address:		
 
Office Hours:		
Telephone No.:		
 
Person to Contact:	
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